
Organizational Chart 
Emergency Communications Center 
Lincoln, Lancaster County, Nebraska 

 
Mayor 

The Mayor is granted the power to exercise control over the enforcement of 
ordinances and applicable laws, the appointment and removal of certain officers or 
employees with the ultimate goal of protecting the health and safety of our citizens. 

 
Finance Director 

The finance director reports to the Mayor for financial planning, budgeting, 
accounting, revenue administration, treasury management, purchasing for the City and is 
the department head for the Emergency Communication Center. 

 
Communications Coordinator 

The Communications Coordinator reports directly to the Finance Director. This 
position assumes responsibility for administrative and technical work supervising and 
coordinating the total operation of the Emergency Communication Center and the City’s 
radio communication system. This position is also referred to as manager both internally 
and by other agencies. 
 
 

Administrative Officer 
This position performs administrative duties as ordered by the Communication 
Coordinator. This work involves developing improved methods and procedures for 
department operation, work flow, reporting structures and cost control, participating in 
the preparation and administration of the budget, preparing and submitting statistical and 
operational reports and conducting research on assigned subjects. The Administrative 
Officer may act for the department head as required as well as exercising supervision 
over subordinate staff. 

 
Operations Training Coordinator 

This is an administrative and technical position directing the development and 
implementation of on the job training for emergency services dispatchers. Supervision is 
received from the Administrative Officer and Communication Coordinator with work 
being reviewed in the form of reports, conferences and effectiveness of the training 
program for Emergency Services Dispatchers. 

 
 
 



Operations Quality Assurance Coordinator 
This position performs the duties related to the administration of the Emergency Medical 
Dispatch Quality Assurance Program, and other administrative duties as assigned by 
Center Management.  Supervision is received from the Administrative Officer and 
Communications Coordinator with work being reviewed in the form of reports, 
conferences and effectiveness of EMD and quality assurance programs. 
 
 

Emergency Services Dispatcher III 
This is a supervisory position, which coordinates the activities of the Emergency 
Communications Center on an assigned shift, including the supervision of Emergency 
Services Dispatchers and Call Takers. Supervision is received from the Administrative 
Officer with work reviewed in the form of reports and conferences. 
 
 

Emergency Dispatcher II 
Work involves operating an emergency services console and other emergency 
services equipment, receiving and dispatching calls for police, sheriff units, fire/rescue 
companies within the emergency medical system. Responsibilities include operating 
radio consoles; CAD (computer aided dispatch); receiving calls via 911 emergency and 
non-emergency phone lines; performing emergency medical dispatch (EMD) screening 
and prioritization of all EMS calls; performing radio tests on communication equipment; 
maintaining logs and records of calls received with nature and disposition of each 
dispatch; maintaining CAD status monitor of units in/out of service; transferring referral 
calls to the proper local, state or federal agencies. In the absence of an Emergency 
Services Dispatcher III, the most senior employee on duty will assume the responsibility 
of supervisor for the shift. Work requires the prompt, efficient and accurate receiving, 
dispatching and processing of emergency services calls over 911 and related seven digit 
system from the general public and other authorized personnel requiring emergency 
actions by the police, sheriff, fire, EMS units, fire/rescue squads and other emergency 
services. All ESD II employees will be required to train probationary employees as 
assigned to them by management. Supervision is received from the shift supervisor. 
 
 

Emergency Services Dispatcher II/CAD Administrator 
The employee assigned to this classification splits their time performing the 
duties of Emergency Services Dispatcher II and CAD administration. As the CAD 
administrator the employee is responsible for maintaining the GEO base table, 
performing routine back up and restoration of the CAD system, and trouble shooting 
problems. The CAD administrator is required to have extensive knowledge of the 
computer hardware and software used by the center, and maintains various reference files 
for use as a backup system, and consults with management and staff on design and 
implementation of new CAD related projects. Supervision is received from the 
Administrative Officer and Communications Coordinator in relation to CAD duties. 
Supervision when assigned dispatch duties received from shift supervisor. 
 



 
Emergency Services Dispatcher I 

Work involves operating an emergency services radio console and other 
emergency communication equipment, receiving and dispatching calls for police, sheriff 
units, fire/rescue companies, and emergency medical system. Responsibilities include 
operating radio consoles; CAD (computer aided dispatch); receiving calls via 911 
emergency and non-emergency phone lines; performing emergency medical dispatch 
(EMD) screening and prioritization of all EMS calls; performing radio tests on 
communication equipment; maintaining logs and records of calls received including 
nature and disposition of each dispatch; maintaining CAD status monitor of units in/out 
of service; transferring referral calls to the proper local, state or federal agencies. Work 
requires the prompt, efficient and accurate receiving, dispatching and processing of 
emergency services calls over 911 and related seven digit system from the general public 
and other authorized personnel requiring emergency actions by the police, sheriff, fire, 
EMS units, fire/rescue squads and other emergency services. Employees may be 
promoted to the classification of Emergency Services Dispatcher II after two years of 
services and successful completion of the promotion exam. Supervision is received from 
the shift supervisor. 
 
 

Emergency Services Call Taker 
Work involves operating a computer aided dispatch (CAD) console, receiving and 
dispatching calls for fire/rescue companies, and emergency medical system. 
Responsibilities include operating radio consoles and related emergency communication 
equipment; receiving calls via 911 emergency and non-emergency phone lines; 
performing emergency medical dispatch (EMD) screening and prioritization of all EMS 
calls; performing radio tests on communication equipment; maintaining logs and records 
of calls received including nature and disposition of each dispatch; maintaining CAD 
status monitor of units in/out of service; transferring referral calls to the proper local, 
state or federal agencies. Requires prompt, effective and accurate receiving, dispatching 
and processing of emergency service calls over the 911 and related emergency system, 
from the general public and other authorized personnel requiring emergency action from 
fire, medical rescue squads or related emergency services. Supervision is received from 
the shift supervisor. 
 
 

Emergency Services Trainee 
Newly hired employees perform the duties of an Emergency Services Dispatcher I 
under the supervision of an Emergency Services Dispatcher II or Emergency Services 
Dispatcher III. Newly hired employees will have a probation period of six months during 
which they will work several different shifts to provide exposure to all aspects of the 
working environment of the center. Supervision is received from the ESDII Trainer 
when assigned and shift supervisors as coordinated by the Operations Training 
Coordinator. 
 
 



 
 

Systems Specialist I 
This position is responsible for technical work using computer programs and 
programming techniques in the development and maintenance of a program for a specific 
area within a total departmental operation.  General supervision is received from an 
administrative superior with work being reviewed through effectiveness of programs. 
 

 
Radio System Supervisor 

The radio shop supervisor is responsible for coordinating the supervision of the 
operations of the City’s radio shop and for hiring, training, supervising and evaluation 
radio technicians involved in the installation, maintenance, and repair of radio equipment. 
Work involved includes design and oversight associated to the City’s 800 MHz20 
Channel EDACS Simulcast Trunking Radio System. The Radio Shop Supervisor reports 
to the Communications Coordinator. 
 
 

Radio System Lead Technician 
Works involves the responsibility for programming, installing, testing, calibrating, 
repairing and operating microprocessor controlled radio and associated electronic 
equipment; also ordering and maintaining a supply of spare parts needed for the repair of 
defective equipment. Some supervision is exercised over subordinate employees. 
Supervision is received from the Radio System Supervisor. 
 
 
 

Radio System Technicians 
Works involves the responsibility for programming, installing, testing, calibrating, 
repairing and operating microprocessor controlled radio and associated electronic 
equipment; also ordering and maintaining a supply of spare parts needed for the repair of 
defective equipment. Supervision is received from the Radio System Lead Technician 
and Radio System Supervisor. 
 
 

Stores Clerk II 
The classification is a clerical position responsible for maintaining a storeroom 
and/or supply yard including the use of bookkeeping principals and practices. The store 
clerk is responsible for ordering, receipt, storage, maintenance and issuance of supplies 
materials and equipment. Supervision is received from the Radio Shop Lead Technician 
and Radio System Supervisor. 
 
 
 



 
 


